CITY OF MILPITAS
Established: Sept. 3, 1991
EEOC: Officeand Clericd
FLSA: Non Exempt

Unit: Pro Tech

Physicd: 1

ACCOUNTING TECHNICIAN

DEFINITION
Under direction, to perform sub-professond accounting work, recording and reporting financia

transactions for assigned areas of responghility; to prepare financia report satements and andyses; and
to perform the day-to-day tasks associated with maintaining the City’ sinvestment portfolio.

DISTINGUISHING CHARATERISTICS

Thisisan entry leve dlass of the professond accounting series which may serve asa“bridge
classfication” from the accounting clerica seriesto the professona accounting series. Postionsin this
class are distinguished from the Accountant class by the performance of the less than the full range of
duties as assigned to the journey leve classin working this series.

SUPERVISION RECEIVED AND EXERCISED

Receives immediate supervison from the Senior Accountant and in indirect supervison from and
Accountant. Exercises no supervison.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

Perform accounting work, including recording and reporting financid transactions for assigned area of
responghility.

Assg in the preparation of financia report statements and analyses.

Perform cash dow andyses on an ongoing bad's, asssting to maximize available cash ant to maximize
investment yield, minimizing risk, on cash between its collection and disbursement.

Perform the day-to-day tasks associated with the maintenance of the City’ s investment portfolio in
accordance with the City’ s Investment Policy.



Assg in the development of investment strategies by an ongoing assessment of the economy and the
needs of the City.

CITY OF MILPITAS

Accounting Technician (Continued)

QUALIFICATIONS

Knowledge of:

Basic governmenta accounting principles and practices of financid record keeping.
Computer systems and gpplications.

Modern office practices, procedures, methods and equipment.

Ability to:

Andyze reports of financid stability of banks, savings & loans, and other financid inditutions,
and assess reldive risks of investments.

Learn to goply investment yidd curve andys's techniques.

Develop a cash budget based on the operating and capita budgets of the City and forecast and
edimate assat balances available for investments.

Understand factors that influence interest rates, short-term investment insgruments, and technica
approaches to short-term investing.

Egtablish and maintain effective work relationships with City saff, the public, and with
depositories, investment dedlers, and brokers.

Understand and interpret principles, laws and procedures involved in fiscal record keeping,
investment and accounting functions.

Maintain accurate records.
Other Requirements

Specified positions may require possession of avdid Cdifornid sdriver’slicense,

EXPERIENCE AND EDUCATION




Any combination of experience and educeation that would likely provide the required knowledge
and abilitiesis qualifying. A typica way to obtain the knowledge and abilities would be:

CITY OF MILPITAS
Accounting Technician (Continued)
Experience:

One year of fisca office support equivaent to aFisca Assgtant 1l in the City of
Milpitas.

Education:

Thirty semester units of college with course work accounting or a closdly related field.
Additiona experience may be subgtituted on a year-for-year basis.

Approved by:

City Manager





